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Guidelines for Rally Hosts 
Rally Host and optional Co-Hosts are the keys to a successful Rally.  Often, the hosts have 
experience with rally planning and the co-hosts are learning.  Together, they find a location, plan 
meals and activities, and lead the event. The Rally Coordinator can help with questions.    

The following provides guidance to organize a rally.  These are guidelines and not all guidelines 
apply to all rallies. We also must remember that not every event happens as planned; 
sometimes we must improvise, adapt, overcome and enjoy!  

 

Rally Date Guidelines 

Rallies are normally held April through October, with the following considerations: 

• Major summer holidays may present reservation and scheduling difficulties.   
• Rallies are held for at least 2 nights. 

o Two-night rallies are generally Friday and Saturday nights. 
o Three-night rallies can be Friday evening to Monday morning or Thursday evening 

to Sunday morning. 
• The Region 10 Rally is held during even-numbered years. 
• April is the Breakout Rally (first outing of the year for some).   

o A low elevation site and meeting room are recommended. 
• August is recommended for the Officer Installation and Idaho Club Business Meeting.  

o A shelter or meeting room is recommended. 
 

NOTE: It is imperative that the rally planning begin very early due to reservations for some places 
beginning a year in advance. 

 
We have a few things in storage, located in Boise, for rally purposes.  Contact the Rally 
Coordinator to schedule item(s) for pickup and return. If the Host or Co-Host is not from the 
Nampa-Boise area, please ask a member attending the rally to transport the items. 
 

Large roaster  Heavy duty vinyl tablecloths  6’ tables (2) 

10x10 pop-up shelters (2) Idaho Unit banner flags (2) Directional signs 

Extension cords Ladderball Game Lawn Toss (safe darts) Game 

Collapsible wagon  Parade flag with ribbons  
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Rally Activities & Meals 

• Plan one or two group activities.  Ideas include: 
o Visit local museums, tour assembly plants or other unique sites. 
o Contact the local Chamber of Commerce or Visitor’s Center for ideas.   
o Seminar or Historical Speaker about the area. 
o Evening campfire(s), games, crafts, festivals, etc. 

• Determine if the activity and/or meal cost will be collected with the registration of the 
rally or paid at the entrance by each individual. 

• Create an Itinerary. This will help during the planning stages. You’ll provide all attendees 
with the final version prior to the rally. 
 

Happy/Social Hour is a great time to make announcements, introduce new members, and visit.  
Attendees furnish their own beverages and may bring snacks to share.  All you need to do is 
dedicate specific time on the itinerary! 

 

Meal planning varies due to the type of rally, location, and resources available.  Some costs 
could be included in the initial rally fee, or an option on the registration, or individual pay. 
Remember to include the meal plans in the itinerary so attendees can prepare. Here are some 
ideas: 

•  Restaurants  
o Reservations may be needed. 
o Confirm menu selections.  Some may allow orders from the menu and others may 

limit selections. 
o Determine when a final head count is needed. 
o Do individuals pay for their own meal or is it an option on the registration with a fixed 

cost? 
• Catered meals 

o Normally a per person fee.  
o Determine when a final head count is needed. 
o Individuals pay for their own meal - list as option on registration with fee. 

 
• Host provides a soup or main course such as meat. 

o Attendees bring side dishes and/or desserts. 
• Potluck. 
• Continental-style breakfast (fruit, pastries, yogurt, etc.) can be provided by the Host. 
• Bring a sack lunch (if you’re going somewhere away from food sources). 
• Potluck leftovers. 
• You’re On Your Own (YOYO), if no scheduled meal. 

 
Everyone is responsible for their own mess kit (plate, utensils, napkins, drink, etc.) 
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Rally Fee – Nonrefundable 
 
There is a non-refundable $20.00 rally fee, per trailer, at time of registration that can help cover 
‘Common’ expenses such as a meeting space, a hosted meal, and/or an optional welcome bag. 
Common expenses could include: 

• Meeting space, if needed, could be a pavilion, inside meeting room, or extra site. 
 

• When the Host provides the meal, meat, soup, etc., a portion of the Common fee can be 
reimbursed to the host to pay for the food purchased.  
 

• Welcome Bag (optional): This could contain the printed itinerary, pamphlets of local 
attractions, an area map, a couple of snacks, information about the theme, etc.  
 

NOTE: When planning, the goal is to keep the common costs no more than $20 per trailer. 
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Rally Planning & Communication  

1 year - 9 months, or more, prior to the rally:  

• Contact the location:  

o How many sites can be held for the rally?  

▪ Cost for holding sites. 

▪ Does the first night need to be paid for at time of holding sites. 

▪ Payment deadline for held sites. 

▪ Cut-off date for reservation of held site. 

o Verify reservation policies.  

o Verify all site costs, including any discounts. 

o Verify payment procedures. 

o Identify locations pet policy. 

o Verify cancellation policies. 

• Determine the need for gathering space.   

o A nearby facility (park shelter, rec hall, community center, restaurant, etc.) may 
need to be reserved. Inquire if there is a fee for use or if an application or 
reservation is needed. 

o Confirm facilities for meetings and meal planning, if needed. 

o Inquire about group activity if there is a fee. 

▪ When do reservations need to be made. 

• If pre-payment is required, the Host should discuss options with the Rally Coordinator 
and Treasurer. 
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9-6 months prior to the rally: 

• Create a promotion/advertisement for your rally (see sample in Appendix).  

o Necessary information includes: 

▪ Host & Co-Host Name(s), Phone number(s), and Email(s) 

▪ Rally Name 

▪ Rally Dates 

▪ Rally registration Opening Date 

▪ Rally registration Closing Date (last date to sign up to attend the rally) 

▪ RV Park & Site Information:  

➢ Name, address, phone #, and website link 

➢ Campsite registration/payment deadline date (sometimes it is a couple months 
prior to the rally) 

➢ Campsite cost per night (note the cost difference for 30A vs. 50A, or no 
hookups) 

➢ # of sites available 

❖ Preferred: Prior to attendees completing the rally registration, they are instructed to 
contact the RV Park and make their own reservation and pay for their site, noting they 
are with the Idaho Airstream Club.  

❖ Sometimes, in order to reserve sites, the Club pays for the first night only, and 
attendees are instructed to contact the RV Park to reserve a spot and pay for 
additional nights. This first night fee would be included in the registration. 

❖ Occasionally, the Club must purchase all sites in advance in order to reserve them. In 
this case, the entire fee will be included in the registration. 

▪ Campground amenities (services such as electricity, water, sewer, dump, pool). 

▪ Activity information, including costs (if any) for outings, dinners, etc. that people 
can sign up to attend. 

• Share the draft with the Rally Coordinator for confirmation all needed info is provided. 

• Share the final with the Webmaster and Newsletter Editor for publication. 

• Complete the Rally Host Questionnaire on the Idaho Club website. 
(https://airstreamclub.org/idaho/rally-hosts-input-form). The webmaster uses this 
information to create the registration form. (see sample in Appendix) 

 

1 month prior to the rally: 

• Confirm all reservations for meals and activities, as needed. 
• Make your shopping list. 

 

https://airstreamclub.org/idaho/rally-hosts-input-form
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2 weeks prior to the rally: 

• Provide the final rally itinerary to all participants, via email. 

o You, the Host, will receive a copy of each registration via email. This email will 
include their name and email address for communication purposes.  

o Note any changes or options on their form. 

• Prepare the Welcome Bags (one per trailer) if you choose to do so.  

• Schedule a day to go shopping. 
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RALLY FEE CALCULATION GUIDELINES 

All Idaho Airstream Club Rallies are self-supporting.  Costs are not paid by the Club unless 
approved by the Executive Board before the rally.   

The Host will track potential attendees and expenses. 

• If, by chance, we are given a donation for a specific purpose, the Host will track all 
expenses this donation was used for. 

The Rally Fee Calculation Workbook provides an easy-to-use spreadsheet format to help 
calculate the Rally Fee.  Examples of the pages are found in the Appendix. The workbook will be 
shared by the Rally Coordinator for your use. 

• The non-refundable $20 Rally Fee covers Common expenses. (See page 2) 
o If more than two people per trailer, an additional $7.00 per person (ages 10+) can 

be added to help with Host provided meals.  
• Additional fees are collected at registration, if needed, and could be optional. Samples 

include outings, group activities, craft supplies, reservations, buffet meals, etc. 
Attendees will be able to choose if they want to participate, or not. 
 

REIMBURSEMENT OF COMMON RALLY EXPENSES to HOST 

• The Host can contact the Treasurer to make any necessary payments directly to the 
vendor, prior to the rally; or  

• The Host can pay, then request reimbursement.   
o Host submits all receipts, with accounting, to the Treasurer. The Treasurer will 

reimburse the Host for rally-related purchases that will be recouped upon 
attendee registration. 

o  

RALLY FEE CALCULATION WORKBOOK 
Use the Excel spreadsheet tabs in the workbook to track attendance and expenses for the rally.   

o If using Excel, cells will automatically update as information is added. 
o If by hand, you’ll do the math.  

 
• The Roster|Tally tab = Keep track of registered attendees, their rally fee, and the amount 

collected from their registration. IF you are assigning camp sites, this form will help you. 
 

• The Fee Calculation tab = Helps the Host determine the Per Person and/or optional Per 
Trailer charges.  Use this page to keep track of expenses by entering them as they occur. 

Optional expenses can be paid with the registration or paid by each participant at the time of 
dinner/event depending on the situation.  

o If tickets need to be purchased in advance, pre-pay with registration is 
recommended so funds are available to purchase the tickets. 

o If the optional outing can be paid upon arrival, pre-payment may not be necessary.   
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To calculate the Common Fee column:  
 

Roster|Tally tab:   

1) Note how many Airstreams have registered: _______ 

 

Fee Calculation tab: (if using Excel, formulas are already entered) 

1) Enter your best guess of all fee descriptions and their associated cost in the appropriate 
columns. This creates the “Total Rally Expenses” 

2) Add amounts in ‘Common Fees’ column – put total in cell H25. 

3) Enter the Number of Airstreams attending in cell H27. 

4) Divide ‘Total Rally Expenses’ (cell H25) by the number of Airstreams attending (H27).    

5) Round up to the whole dollar - Enter amount in ‘Net Rally Fee per Trailer’ (cell H28).  

This amount (cell H28) must be equal to or less than 20.00 as that is the set “Common Fee”.  

 If it is not, decide what could be an “Option”; if nothing, the Additional Rally Fee will need 
to be added to the registration form as an “Additional Cost” with a description of what it’s for. 

 

Remember, the Rally Coordinator or Lorrie Wilson can help you! 

 
 

 

  

mailto:lorrie.double.r@gmail.com
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Cancellation Process 

 

Payments made in advance for rally reservations will be forfeited in the event of attendee 
cancellation.   
 
Each attendee is responsible for notifying the Rally Host as soon as possible if they need to 
cancel.   
 

▪ This allows the Host to modify any reservations to try to prevent charges to the club; and 
 

▪ Connect anyone on the waitlist with the canceling party to transfer reservation(s) and 
provide an opportunity for reimbursement. 

 
A refund of any additional cost(s) paid at the time of registration depends on the venue/activity 
cancellation policy. 
 
Each attendee is responsible for notifying the RV Park (or location) to cancel their site 
reservation via parks cancellation policy or change the name on the reservation if someone from 
the waitlist will be taking your reservation. 
 
All rally fees made in advance will be forfeited if the member does not show up for the rally.   
 
 
 
Please Note: 

This document is a guide to help Rally Hosts. Changes to these guidelines can happen at any 
time. Please submit questions/comments to the Rally Coordinator.  
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Appendix 

Sample = Promotion 
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Sample = Itinerary (detailed) 
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Sample = Itinerary (simple) 
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Sample = Promotion and Itinerary  
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Sample = Rally Fee Calculation Workbook 

This workbook contains 2 tabs with forms to help the host track expenses, attendees, etc.   

Rally Hosts are encouraged to use them to calculate rally fees and provide all the required 
information to the Treasurer; however, their use is not mandatory. The essential thing is to calculate 
the rally fees in accordance with the basic procedure as explained in the Rally Fee Calculation 
Guidelines section and to provide a clear and complete accounting of the rally fee calculation for the 
Idaho Clubs financial records. 

 

Roster|Tally Tab: 
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Fee Calculation Tab: 
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Sample – Rally Host Questionnaire Form: 

https://airstreamclub.org/idaho/rally-hosts-input-form 
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Sample = Registration Receipt (automatically emailed to the Host upon Registration) 

 

  

 

 


